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ABSTRACT 

Developed as part of a 310 Special Demonstration and 
Teacher Training Project undertaken at Brevard Community College in 
1984-85, this training guide for new Competency-Based Adult Education 
(CBAE) teachers offers information on the CBAE concept, 
individualized instruction, selection of instructional materials, 
student orientation, and procedures. First, introductory material 
provides background on the CBAE project at Brevard and the rationale 
for the development of the training guide. Next, the guide explains 
the characteristics of CBAE, presenting it as an efficient and 
effective response to the need for individualized instruction of 
adult learners, and a solution to the problems created by open entry, 
open exit programs. The next sections describe the arrangement of 
CBAE instructional packages, suggest steps in orienting students to 
CBAE instruction, and offer guidance on the management and storage of 
instructional materials and tests. Suggestions regarding testing and 
record keeping are followed by an explanation of procedures related 
to the final grade, course credit, attendance, co-enrollment of 
regular high school students, and student placement. Finally, hints 
are presented on instructional methods, classroom techniques, problem 
students, and practice* to avoid. Appendices provide samples of 
various forms, learning guides, a CBAE learning contract, learning 
la>oratory guidelines, and information sheets. (EJV) 
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INTRODUCTION: BACKGROUND TO CBAE PROJECT 

This "CBAE Guide to Classroom Management" was developed 

AS A RESULT OF A 310 SPECIAL DEMONSTRATION & TEACHER TRAINING 
PROJECT CONDUCTED IN BREVARD COUNTY DURING 1984-85 WHEN 

Brevard was seeking to set-up a CBAE high school completion 

PROGRAM FOR THE FIRST TIME. IT WAS RECOGNIZED BY THIS 
PROJECT THAT EXCELLENT CBAE PROGRAMS WERE BEING CONDUCTED 
IN OTHER DISTRICTS/COMMUNITY COLLEGES. WE SOUGHT TO SHARE 
THAT EXPERTISE; CLARIFY STATEWIDE CONCEPTIONS ABOUT CBAE; 
AND TO IMPLEMENT A MODEL PROGRAM IN BREVARD. OUT OF THAT PRO- 
JECT, we developed A MANAGEMENT GUIDE for COMPETENCY-BASED 
ADULT EDUCATION. The knowledge of 18 districts and community 
colleges assisted with this endeavor. major consultant services 
and view of a model cbae program were given by mr. ned richardson, 
Principal, and hic faculty at Lee Adult High School in Leesburg, 

In the spring of 1985, Brevard had realized training of its 
adult education staff in CBAE processes, but found itself with- 
out A CURRICULUM GEARED TO THE CBAE MODE OF INSTRUCTION. AT 

this time the state mandated curriculum frameworks and course 
performance standards were distributed by the department of 
Education. Since adult education was now under the same gradua- 
tion REQUIREMENTS AS DAY SCHOOL PROGRAMS, IT WAS IMPERATIVE THAT 
ANY NEW CURRICULUM BE DESIGNED TO MEET THESE GUIDELINES. 

THE 310 PROJECT FOR 1984-85 LAID THE GROUNDWORK FOR WHAT 
FOLLOWED IN BREVARD. THROUGH THE COLLEGE, THE OPEN CAMPUS 
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WAS AWARDED A GRANT OF $24,000 FROM STAFF AND PROGRAM DEVELOP- 
MENT funds. From April-September, 1985, qualified teacher/ 
writers were contracted to write cbae curriculum based on a 
standard format for individualized instruction. the state's 
Curriculum Frameworks and course Performance Standards were 
used to create individual student learning guides (modules) 
for each course performance standard. by october, 1985, 18 
courses had been written, typed, reproduced and distributed 
to adult centers. 

Thirty-eight courses were written by November, 1385. Many 
of these modules were back-logged in either typing or repro- 
DUCTION by December, 1985. However, the concept of CBAE was 
still put in place by september. teachers were given in- 
service training; copies of the course performance standards 
and curriculum frameworks; a format for writing their own 
learning guides; and other related information on cbae. pre 
& Post-Tests for each standard and final examinations became 
the responsibility of instructors who did not have copies of 
modules for courses not yet written or completed. 

Brevard became the fore-runner in CBAE model writing geared 
to the new course performance standards. over 30 districts 
and community colleges have either received sets or sample 
copies of courses. other districts have continued with brevard 
in module writing and sharing of each other's products 
(Orange, Pasco, Hillsborough, Palm Beach). It is expected 
that 50 courses will be ready for distribution by the end or 
the summer, 1986. these courses are all selected from the 
Adult & Senior High School section of the State Course Code 
Directory. 
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A 310 Grant for 1985-86 on CBAE High School Curriculum 

WAS DEVELOPED COOPERATIVELY BY FLORIDA ATLANTIC UNIVER- 
SITY and Brevard Community College, This grant's objectives 

WERE TO (1) CREATE CBAE HIGH SCHOOL COMPLETION CURRICULUM 

Packages for statewide distribution, (2) develop a CBAF. 
Classroom Management System to accompany these packages, (3) 
organize a statewide CBAE Workshop Conference, (4) conduct 

STATEWIDE AWARENESS SESSIONS ABOUT THE CBAE PROGRAM, AND 
(5) PROVIDE SPECIAL TECHNICAL ASSISTANCE TO DISTRICTS WISHING 
TO ADOPT THE PROGRAM. LOCAL TASK TEAMS WERE ALSO TO BE 
CONTRACTED UNDER THIS GRANT TO DO MAJOR REVISIONS FOR SE- 
LECTED modules. Validation of thfse curriculum packages is 

BEING DONE LOCALLY AND IN FIVE OTHER DISTRICTS. 

IN CONCERT WITH IMPLEMENTATION OF CBAE IN BREVARD, A 
MAJOR NEED WAS IDENTIFIED IN THE AREA OF CLASSROOM MANAGE- 
MENT. Most instructors are part-time and not contracted for 
inservice training prior to entry into a cbae classroom. a 
core of staff has been trained which serves to provide 
opportunities for new staff to observe the program in action. 
However, it was felt that a "training guide" or reference 
manual was needed to prepare new instructors. this guide was 
•designed to be used in a formal/l nformal training session 
or individually by the instructor. 

Major emphasises of this "Classroom Management Guide 
are in the areas of understanding the concept of cbae; how 
students progress through individualized instruction; 
selection of appropriate instructional materials; orienta- 
tion of students to the cbae mode of instruction; management 
of learning guide materials and record keeping; and genfral 
information that the instructor needs to know about students, 
and programatic differences. 
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Other resources on CBAE developed by these two 310 

PROJECTS ARE: 

CBAE MANAGEMENT GUIDE for Teachers, Counselors, 
and Administrators 

Brevard County CBAE STUDENT SERVICES GUIDE 

ACADEMIC COURSE MODULES (STUDENT LEARNING GUIDES) 
CURRICULUM PACKAGES 
for high school credit 



Training/technical assistance for CBAE high school comple- 
tion is available through the 1985-86 grant. Limited 
assistance can be given after june 30, 1986. contact dr, 
Lucy Guglielimino at Florida Atlantic University, Adult 
Education, Boca Raton, FL 33432 or Bette Singer at Brevard 
Community College, 1519 Clearlake Road, Cocga, FL 32922. 
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A 

COMPETENCY-BASED 
CLASSROOM MANAGEMENT SYSTEM 



The competency-based approach to education is a very 
rewarding way to work with adult learners. it i s an effi- 
cient and effective answer to the need for individualized 
instruction and a solution to the problems created by open 
entry, open exit programs. because it is firmly based on 
diagnosis and prescription, it is ideal for adult learners, 
who come in with a wide range of skills, knowledge, and 
experience. 



FOCUS : CBE FOCUSES ON ACADEMIC SKILLS AND LIFE SKILLS. 

These CBAE adult secondary materials incorporate fewer life 

SKILLS THAN MOST CBE APPROACHES BECAUSE THEY ARE BASED ON 
STATE-MANDATED PERFORMANCE STANDARDS AND COMPETENCES. 

Instructor : ThE instructor acts primarily as a facilitator 

OF LEARNING RATHER THAN AS A TEACHER. THE LEARNING FACILI- 
TATOR RECOMMENDS LEARNING ACTIVITIES BASED ON TEST OUTCOMES, 
SUGGESTS MATERIALS, RESPONDS TO QUESTIONS, SCORES TESTS, 
GIVES FEEDBACK, AND KEEPS RECORDS. HE/SHE MAY "TEACH" A 
DIFFICULT OR ESPECIALLY INTERESTING POINT TO AN INDIVIDUAL, 
A SMALL GROUP, OR PERHAPS EVEN OCCASIONALLY THE ENTIRE CLASS, 
BUT MOST OF THE TIME STUDENTS ARE WORKING AT THEIR OWN PACE 
INDIVIDUALLY OR IN SMALL GROUPS. 

LEARNER: THE STUDENTS ACCEPT RESPONSIBILITY FOR THEIR OWN 
LEARNING. THEY BECOME FAMILIAR WITH THE SYSTEM AND THE 



A BRIEF REVIEW OF CBAE 
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LOCATION OF MATERIALS, THEY PARTICIPATE IN SETTING GOALS 
FOR THEIR PROGRESS AND MAINTAIN THEIR OWN COPY OF THE 

Individual Performance Standard Check Sheet (see Form C). 
They agree to work on their own. but they also agree to seek 
help rather than being blocked when they encounter something 
that is difficult for them. 

Objectives: The objectives are measurable and they are 
specified up front. with measurement criteria fully explained, 
in most cbe programs, the objectives are jointly determined 
by the learner and the facilitator. for these adult secondary 
materials, the competencies and performance standards are 
state-mandated. 

Neeps Assessment : Needs assessment is continuous in CBE, 
The Learner is assessed before beginning the program to de- 
termine readiness and areas of weakness and strength. Read- 
ing LEVEL IS ESPECIALLY IMPORTANT. STUDENTS WHO ARE READING 

below the eighth grade level should not be admitted until they 
have received remedial instruction. learners take the pretest 
before they begin each learning guide; the practice test or 
self-check when they believe they have attained the competencies 
in the guide; and the post-test after successfully completing 
the self-check. at any point the facilitator can prescribe 
remedial materials or enrichment materials as needed. 

Instruction: Instruction is individualized, with each student 

COMPLETING ONLY THE ACTIVITIES WHICH THE PRE-TEST SHOWS THAT HE/ 
SHE NEEDS TO ACHIEVE MASTERY. IDEALLY, SEVERAL CHOICES OF 
LEARNING ACTIVITIES APPROPRIATE FOR A VARIETY OF LEARNING 
STYLES ARE AVAILABLE. (See CBAE Flow Chart on page 3). 
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BREVARD 



CBAE LEARNING GUIDE FLOW CHART 



INTRODUCTION: 



PRIOR TO BEGINNING YOUR FIRST LEARNING GUIDE, READ ALL OF 
THE INTRODUCTORY MATERIALS REGARDING THE COURSE. 
REVIEW THE PERFORMANCE STANDARDS AND THE SEQUENCE OF 
THE STANDARDS TO BE ADDRESSED FOR THE ENTIRE COURSE. 
IF YOU STILL HAVE ANY QUESTIONS ABOUT THE FORMAT OF THE 
GUIDES AND THE PROCEDURES TO BE FOLLOWED IN THE CLASS, ASK 
YOUR INSTRUCTOR AT THIS TIME. YOU SHOULD NOW BE READY TO 
BEGIN WORK ON THE LEARNING GUIDES. 

FLOW CHART 

TAKE PRE-TEST FOR FIRST LEARNING GUIDE 



SCORE BELOW 902 



~ 1 

SCORE 902 OR MORE 



DO ACTIVITIES 
GUIDE 



IN LEARNING 



GO ON TO' NEXT GUIDE AND 
TAKE PRE-TEST. IF SCORE 
IS 902 OR MORE, GO ON TO 
THE NEXT GUIDE. IF LESS 
THAN 902, FOLLOW FLOW 
INDICATED IN LEFT COLUMN 
(CONTINUE SAME 
PROCEDURE FOR ALL 
GUIDES) 



DO SELF CHECK 



TAKE POST-TEST 



SCORE LESS THAN 702 SCORE 70S OR MORE 



TEACHER ASSIGNED 
REMEDIAL ACTIVITIES 



Note to Other Di stricts/C. Col leges: 

— Recommended that you not have 
score on Posttest less than 
85%. 



BEGIN NEXT GUIDE 

FOLLOW SAME PROCEDURES AS 

OUTLINED FOR THIS ONE 



TAKE NEW POST TEST 
(TEACHER DESIGNED) 

(REPEAT REMEDIATION AND POST TESTING UNTIL EVIDENCE OF MASTERY IS 
OBTAINED) 




NOTE: UPON COMPLETION OF ALL GUIDES, YOU MUST TAKE THE FINAL EXAM FOR 
THE COURSE. PASSING SCORE FOR FINAL IS 702. 
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' Measurement; Tests are criterion-referenced, not norm- 
referenced. Each learner's achievement is measured against 
the pre-set standard, not against the performance of others. 
There is no "curve" in CBE! 

Time required for Mastery: The time required to successfully 
complete the learning guides is variable. each learner works 
at his/her own pace. a student with a strong background may 
complete a unit a day. another may require several days. 

CBAE ADULT SECONDARY MATERIALS 

Arrangement of CBAE Materials: 

Each course for adult high school completion has been 
written to accommodate individualized instruction. these 
course packages contain the following: 

0 a copy ok the course curriculum frameworks & 
performance standards 

0 a bibliography of all resources used to write 
the individual learning guides for each per- 
formance standard 

° pre-test for each learning guide/performance 
standard 

0 Individual student learning guides with learn- 
ing ACTIVITIES FOR EACH PERFORMANCE STANDARD 

0 Self-checks for student practice prior to taking 
post-test 

0 Semester examinations 

Each course, where applicable, is divided into semesters 
with an exam to test those competencies mastered within a 
semester. one-half credit is awarded for each semester of 
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A COURSE. CBAE IS OPEN ENTRY/OPEN EXIT. SEMESTERS ARE SET 
UP FOR THE CONVENIENCE OF REGISTRATION AND TRACKING OF STU- 
DENTS. YOU SHOULD STUDY CAREFULLY THE BREVARD ADULT EDUCATION 
STUDENT SERVICES GUIDE IN ORDER TC BETTER UNDERSTAND STUDENT 
PROGRESS RATES AND GRADING. OBTAIN A COPY OF THIS GUIDE 
FROM THE ADULT CENTER DEAN. 

Orientation of Students New to CBAE: 

The First Day of Class 

° Explain the CBE approach, using the overview in 

THIS PACKET. 

o Go over APPENDIX A and the first learning guide 

WITH THEM. 

° Give all new students copies of APPENDICES A & B 
to keep in thejr folders for reference 

* Encourage questions. 

° post classroom expectations and rules and explain 
the CBAE Flow Chart. 

Explain 

° Location of materials 

° Student responsibilities for self pacing 

8 Testing times and procedures 

° Record keeping (See APPENDIX C: Performance Standard 

Check Sheet) 

° The Grading System 

° Student responsibilities for refiling of materials 
° Classroom expectations and rules 

Explain the requirements for CO-ENROLLED students (those 
students enrolled in both the regular high school and the 
adult high school) if different from requirement for adult 
students. Suggested guidelines can be found on pages 17-19. 
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After the First Day of Class 



The facilitator will not always be able to devote suffi- 
cient TIME TO ORIENTING THE STUDENT WHO IS UNFAMILIAR WITH 
CBAE WHILE ALSO TRYING TO MEET THE NEEDS OF THE OTHER STU- 
DENTS. There are several options for accomplishing this 
by providing: 

° Individual orientation by the facilitator or teacher 

AIDE. 

° Orientation by the counselor (individual or with other 
new students who are beginning that evening), 

° Orientation by a fellow student who is working in that 

AREA. 

° The use of a self-study orientation module (see APPENDIX 
B & J) . 

NOTE: Some centers will greet and test students at any time 

THE CENTER IS OPEN, BUT WILL SCHEDULE OPI ENTATION SESSIONS 
ONLY ONCE OR TWICE A WEEK. THE STUDENT MAY BEGIN THE STUDENT 
LEARNING GUIDES ONLY AFTER PARTICIPATION IN AN ORIENTATION 
SESSION. 

Orientation for Each Course 

° Provide a list of course performance standards to each 
student. 

Use a course map for appropriate sequences of instruction. 

° Develop a "Learning/progress agreement" with the student. 

List your agreement in the "comments" section on the 
Performance Standard Check Sheet (APPENDIX C). 
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MANAGEMENT OF MATERIALS 
Physical Organization and Storage 

Equipment Needed for Each Classroom. 

two or three file cabinets and one large storage cabinet are 
suggested for evening centers using day school facilities, 
the files and storage cabinets must be able to be securely 
locked. the file cabinets are for student learning guides 
and tests. the storage cabinet is for the instructional 
materials, this equipment is suggested as minimal for an 
evening center using a day school facility. day centers with 
total use of a facility can be far more sophisticated in use 
of equipment to set up a lab situation. 

Learning modules (Student Learning Guides) 



Use individual Manila file folders for each Performance Standard. 



Place a minimum of 15 copies in each folder. Replace if students 

take home the learning guide or the copies become worn. place 

folders in order numerically by the standard number as shown 

ABOVE. 
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TESTS 

Pre/Post-Tests and exams are kept in a separate, locked file cabinet. 
Arrange in Manila file folders by number and have a minimum 
of 10 to 15 on file, number each test for tracking. some 

TESTS ARE CONSUMABLE BY THE STUDENT. KEEP USED TESTS IN A 
SEPARATE FOLDER. DO NOT GIVE COPIES OF A COMPLETED (USED) 
TEST TO STUDENTS TO KEEP. LAMINATION OF TESTS IS A GOOD IDEA. 




A little of the "old" and a little of the new! 
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V 

INSTRUCTIONAL MATERIALS 

Arrange instructional materials in the storage cabinets for 
easy access by students , have students return material to 
the appropriate place in the cabinet after use. for learning 
labs, arrangement of materials is much easier than for 

evening programs in a day school facility. fllms, software, 
and other media and equipment can be more easily incor- 
porated, code materials with color dots and post a chart 
showing students how to find resources. 

If ucing audio visuals and programmed materials, you may want 
to store these separately and establish a sign-out system. 
See APPENDIX D for a sample form which could be used. 





EVENING FACILITY 
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Student Learning 
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Lock All File/Storage Areas After Use 
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FILING AND RETRIEVAL 



° Students obtain the learning guides from the file folder 
and obtain the appropriate instructional aids as outlined 
in the learning guide. they follow the directions in the 
in the learning guide. a pre-tes t is administered for 
each performance standard. directions are found in the 

GUIDE. 



IF THE STUDENT PASSES THE PRE~TEST AT THE PRESCRIBED 
SCORE, HE/SHE REFILES THE LEARNING GUIDE AND GOES ON 
TO THE NEXT STANDARD. (CBAE MAINTAINS THAT STUDENTS 
SHOULD NOT BE REQUIRED TO REPEAT KNOWLEDGE THAT THEY 
HAVE ALREADY MASTERED) . 



IF THE STUDENT DOES NOT PASS THE PRE-TEST, HE/SHE PROCEEDS 
THROUGH THE LEARNING GUIDE, COMPLETING ALL ACTIVITIES AND 

the PRACTICE TEST. Step-by-step directions are found in 

EACH LEARNING GUIDE. ThE STUDENT DISCUSSES HIS/H£R PRO- 
GRESS WITH THE FACILITATOR AFTER COMPLETING THE GUIDE AND 
PRACTICE TEST. (THE FACILITATOR IS ALWAYS AVAILABLE FOR 
ANY OTHEP SPECIAL HELP THE STUDENT NEEDS WHILE PROGRESSING 

through the learning activities). 

° The facilitator makes the decision as to whether the stu- 
dent IS READY TO TAKE THE POST-TEST. 

NOTE: Facilitators should weigh very .arefully the admini- 
stration OF THE POST-TEST. IF THE STUDENT FAILS THE TEST, 
HE/SHE WILL HAVE TO BE REMEDIATED AND RETAKE ANOTHER POST- 
TEST. This may mean the facilitator will have to develop 

A NEW POST-TEST IF EXTRA TESTS ON THE STANDARD ARE NOT 
AVAILABLE. 
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Pre/post-tests and final exams are accessible to only the 
teacher or teacher aide. filing of these is not done by 
the student. it is suggested that each test be num3ered 
and kept in order within the file folder. when the stu- 
dent is given a test/ mark down the number and the standard 
code for retrieval. 
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CHECK- IN AND CHECK-OUT 

° If allowing students to check out textbooks or other 
materials to complete learning guides at home, you may 
want to use the form found in appendix d, 

° Some centers take deposits cn textbooks to assure return. 

TESTING 

Levels of mastery required may va,*y by county. Suggested levels 

ARE: 

* If using a ten-item test, the student should score 90% 

or above on the pre-test . the student does not have to 
complete the learning guide for that standard. if below 
90%, the student completes the learning guide. 

It is suggested that if using a ten- item Post-Test, the 
student score 90% or above to demonstrate mastery of the 
standard. 

IF A MORE COMPREHENSIVE POST-TEST IS BEING ADMINISTERED, 
THE LEVEL OF MASTERY CAN DROP TO THE 70% LEVEL. OR ABOVE 
FOR EACH STANDARD. 

NOTE: The tests developed under this project arc in a ten- item 
format. you want to be sure that the standard has been 
mastered before signing your name to that effect. 

if accepting lower test achievement levels, facilitators 
need to use other measures or observations to make sure the 
student has mastered the standard. 

Administering, scoring, and providing feedback on Pre/Post-Tests 
are major tasks of the cbae facilitator or teacher aide. if two 
facilitators share a classroom, division of responsibilities is 
helpful, with one handling testing and one handling consultation. 
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OPTIONS: 

0 Testing as the students are ready - This is the ideal for 
the student, but may result in long waiting lines and may 
HINDER individual consultation for planning and assistance. 
Monitoring can also become a problem. If testing is 
available at any time, designate a specific testing area 
to make monitoring easier and to let students know that 
the individual is being tested. 

if setting aside a testing area is not feasible, try having 

A BICYCLE FLAG TO PLACE ON THE DESK OF A STUDENT TAKING 

A TEST. This way, you will know and others will know who's 

BEING TESTED. It WORKS! 

NOTE: Take time to mix the questions on .... test to make several 

VERSIONS WITH QUESTIONS IN DIFFERENT ORDER OF SEQUENCE. THIS 
WILL HELP AVOID CHEATING. YOU ACTUALLY NEED AT LEAST THREE 
TO FOUR 10-QUESTION TESTS FOR EACH STANDARD. WORD GETS 
AROUND! 

Ideally, a computer test bank for each performance standard 

SHOULD BE AVAILABLE. THIS IS DOWN THE ROAD! 

° Testing at specified times - Schedule the first hour and the 
last hour of a session as testing time or schedule testing 

ONLY FOR CERTAIN DAYS DURING THE WEEK. REMEMBER THAT STU- 
DENTS SHOULD NOT BE TESTED IMMEDIATELY UPON COMPLETION OF 
THE ACTIVITIES FOR A- STANDARD. LET AN HOUR OR SO LAPSE 
AFTER COMPLETION OF THE ACTIVITIES AND SELF-CHECK. STUDENTS 
COULD BE ASKED TO REVIEW INFORMATION OR START WORK IN THE 

next learning guide. 

For even better validity, students should wait at least a 

DAY BEFORE TAKING THE POST-TEST ON A STANDARD. THIS COULD 
WORK WELL IF THE STUDENT IS ATTENDING DAILY AND IN A FULL- 
TIME center. However, this idea is unrealistic for evening 
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centers where students may attend class onc per week. 
0 Specified testing times will allow you more time to work with 

STUDENTS NEEDING INDIVIDUAL HELP, MONITORING ALSO BECOMES 

less of a problem. 

Schedule testing times often enough so that student progress 
can occur. Students can go on to the next learning guide while 
waiting to be tested. 

record keeping 

Student Information - Student record information may vary 

AS TO TYPE OF FORM USED BY EACH COUNTY. APPENDIX F CONTAINS 

A sample STUDENT INFORMATION FORM. 

0 Permanent Record - The Individual Performance Standard Check 
Sheet in APPENDIX C is the form used for tracking of mastery 
of performance standards. Both the learner and facilitator 

KEEP A COPY OF THIS, THE LEARNER TO BE AWARE OF HIS PROGRESS, 

and the facilitator as a permanent record. 

The Individual Performance Standard Check S heet includes: 
BASIC INFORMATION 
0 Student Name 
° Course Title 
0 Course Number 

° Adult Center 
0 Year 
0 Term 

PERFORMANCE LOG 
0 Performance standard number 
0 Proposed Completion Date 
Pre-test score (usually recorded as a percentage) and date 
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0 Learning activities to be completed (number of activities 
agreed on by facilitator and learner during short-term 
goal setting) 

0 Self-check (checked off by student when sucessfully completed) 
0 Review exercises (filled in only if needed after unsucessful 

self-check or post-test) 
0 Post-Test score (usually recorded as a percentage) and date 
0 Instructor's inititals 

FINAL GRADE AND COURSE CREDIT 
Test Average Includes: 

0 All final Post-Test grades (unsuccessful Post-Tests are re- 
copded at the end of the record, but are not included in 
the final average) . 

0 Pretest grades only ie m. or above 90%. 

0 Final examination grade. This grade must meet or exceed the 
designated level of mastery. It is suggested that the final 
exam count 10% of the final grade average. 

example: 9 x post-test average + exam grade = 

Divided by 10 = course average grade 

0 Final course grade (number or letter grade as designated 
by county) . 

Verification of Credit Includes: 

8 Instructor's signature on Performance Standard Check Sheet 
0 Dean/principal's signature 
0 Date credit awarded 
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NOTE: 

Unsuccessful Post-Tests are recorded for the Learner's 

and facilitator's i nforf'.ation, but are not included 
in the final average. 

Purpose of the Performance Standard Check Sheet is 

° to serve as a permanent record for facilitator and 
learning center. 

° TO SERVE AS A GUIDE AND PROGRESS CHART FOR THE ADULT 
LEARNER. 

° TO SERVE AS A SHORT-TERM LEARNING AGREEMENT OR CONTRACT 

BETWEEN THE LEARNER AND FACILITATOR. 

° To REMAIN IN STUDENT'S PERMANENT CUMULATIVE FOLDER 
AS A RECORD OF COURSE MASTERY. 

NOTE: Some facilitators choose to use a separate learning 

AGREEMENT FORM SUCH AS THE ONE IN APPENDIX G, BUT THE AGREE- 
MENT CAN BE DOCUMENTED BY RECORDING THE PERFORMANCE STANDARD 
NUMBERS, SCHEDULED COMPLETION DATES, AND THE RECOMMENDED 
LEARNING ACTIVITIES ON THIS FORM. THIS CREATES A PERMANENT 
RECORD FOR THE LEARNER AND THE FACILITATOR AND ELIMINATES THE 

need for keeping up with other forms. 

Additional activities or excercises assigned to master the 
Performance Standard can be jointly noted in the Review 
Exercises section of the form. 

ATTENDANCE RECORD 

Although a certain number of days of attendance is not 
required in order to obtain credit in a CBAE program, students 

SHOULD BE ENCOURAGED TO SET AND FOLLOW A REGULAR SCHEDULE FOR 
THEIR WORK. 
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Attendance records should be kept on each student. A card 

FILE SYSTEM IS AN EASY WAY TO KEEP RECORDS OF HOURS/ATTENDANCE 
IN A BUSY CLASSROOM/LAB. STUDENTS PICK UP THEIR CARDS; ThE 

FACILITATOR RECORDS THE TIME, WHEN LEAVING THE LAB, THE 
STUDENT TURNS IN THE CARD AND THE FACILITATOR NOTES THE 
TIME. IT IS DROPPED IN A- BOX. THESc RECORDS ARE ALSO 
VALUABLE FOR THE FACILITATOR AND COUNSELOR IN KEEPING UP 
WITH THE STUDENT'S INTEREST AND EFFORT. 

SUGGESTED GUIDELINES FOR Co-Enrolljd Students in CBAE Classes 

Some school districts may require regular high school stu- 
dents (THOSE EARNING CREDITS TO BE APPLIED TOWARD REGULAR 
DAY SCHOOL GRADUATION) TO COMPLETE BOTH A TIME IN CLASS RE- 
QUIREMENT AND MASTERY OF THE PERFORMANCE STANDARDS. IN 
MEETING THAT REQUIREMENT FOR CO-ENROL LCD STUDENTS, THE 
FOLLOWING GUIDELINES WILL BE FOLLOWED: 

1. ATTENDANCE 

° accurate attendance records must be maintained by the 
instructor. 

studf"ts must have no unexcused absences ( a full night's 
absence) from class and a maximum of two excused 
absences. 

° Excused absences are as follows: 



CODE 



REASON 



EVIDENCE REQUIRED 



1 



Administrative Approval 



SlGNATUREOF DEAN OR 
COUNSELOR (STUDENT OR 
PARENT MUST PRESENT EVIDENCE 
OF UNAVOIDABLE, EXTREME, 
UNUSUAL PROBLEM WHICH WOULD 
PREVENT ATTENDANCE). 



2 



Medical Problem 



Note from doctor, hospital, 
dentist, or other profess- 
ional medical authority 
listing specific dates to 
be excused. note must be on 
official stationery or memo 

PAD. 
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Calculation of Absences 

The following system will be used: 

0 missed 2/3 of night or more (90 min) = 1 absence 

0 Tardy prior to break time (1 to 10 min) = 1/4 absence 

0 Tardy after break (1 to 10 min) = 1/4 absence 

0 Missed class prior to break (11 min. or more) = 1/2 absence 

0 Missed class after break (11 min or more) = 1/2 absence 

All excused absences must be made up in the class missed 
by doing assigned lessons which are a part of the course, 
are evaluated, and are made a part of the student's grade by 
the instructor. 

Missed time cannot be made up by students sitting in the 
office or doing tasks which are not related to the objectives 
of the course of study. time and constructive educational 
activities must not be separated. unexcused absences cannot 
be made up at all and will result in an "f" for the course. 

2. PROCEDURES FOR STUDENTS WHO COPLTTE THE PERFORMANCE STANDARDS 
PRIOR TO COMPLETING THE TIME REQUIREMENT FOR THE COURSE: 

0 Specific lessons should be planned for these students who 
continue to build upon the knowledge base for the course 
they are enrolled in. these lessons should be a part of 
the overall evaluation and grade for the student. instructors 
must plan such activities and may work with the student on 
options. Research work, reports, and creative projects are 
positive and constructive types of enrichment activities. 
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° Co-enrolled students should be informed at the very be- 
ginning OF THE CLASS THAT THEY WILL DO ALL OF THE GUIDES 

for the specific standards and if time remains in the 
course they will work on enrichment lessons for the course, 
"Busy work" or just putting in time must not be permitted. 

° The FINAL EXAMINATION should not be given until all time re- 
quirements AND MASTERY OF STANDARDS REQUIREMENTS ARE MET. 

3. PROCEDURES FOR STUDENTS WHO COMPLETE THE TIME IN CLASS 
REQUIREMENT BUT HAVE NOT MASTERED ALL OF THE COURSE PER- 
FORMANCE STANDARDS: 

° Follow the regular adult education guidelines (i.e., if at 
the end of a term, 85% of the standards are mastered, give 
the student an't' (incomplete) and allow the student to 
finish the remaining standards during the next term. do 
not rt-regi ster a student with an "i". the instructor is 
responsible for seeing that work is completed and the "i" 
changed to a letter grade by the end of that term. if the 
"i" is not changed by the end of the following term, it 
is changed to an "f" and the student will have to retake 
the course for credit. 




This section rs the Brevard policy for co-enrolled students. 
The ideal would be to have co-enrolled students progress through 
o cbae the same as adult students. 
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PLACEMENT OF STUDENTS IN CBAE 

a caution must be made at this point, the cbae student 
Learning Guides are written on a high school level with 
reading levels ranging from the 9th to llth grades, al- 
though 50% of the instructional material in a high school 
course' can be below grade level, the course code numbers 
and titles for the courses used for these modules are for 
9-12 reading levels. students reading below the 8th grade 
level will have great difficulty and become discouraged if 
placed in an academic course (i.e., american history). 

Testing and placement are an important component for CBAE. 
This topic is not covered in this guide to any great degree 
because of the assumption that the students were tested 

BEFORE ENTERING AN ACADEMIC COURSE. THE BREVARD CBAE STUDENT 
SERVICES GUIDE ADDRESSES IN detail the placement of students 
and the role of the counselor, 

Students reading below the 8th grade level can be placed in 
elective courses which do not require high reading levels 
while being remediated. 
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SPECIAL HINTS FOR THE CBAE 
FACILITATOR 

0<?0 ° as the instructor/facilitator in cbae, you can use several 
instructional methods, the program is designed primarily to 
be individualized; however, you can set aside class periods for 
the entire class to be instructed on a performance standard 
that is not suited for total individualization, 
Examples: the inquiry method, science lab demonstration, stu- 
dent reports. This instructional process should be announced 
ahead of time or posted to alert the class so that all students 
will be present at the same time. group activities can also be 
used. Student may at times be able to work together when assigned 
to the same performance standard. this would be very appropriate 
for sociology, science projects, history courses, and speech, 
you will find that many of the performance standards require 
some sort of group interaction. 

0000 Student progress through learning guides will vary de- 
pending UPON motivation, time spent in class working, achieve- 
ment LEVELS, PREVIOUS KNOWLEDGE OF THE SUBJECT, AND OTHER 

variables. an agreement between the student and the fac i uitator 
should be made as to how much work should be accomplished by 
a specified time. students should realize that they are pro- 
gressing either normally or not doing as well as expected. 

0000 watch out for students who consciously or unconsciously do 
the following: 

Come to you and want to attempt to Post-Test before going 
through the activities in the guide. 

0 Come to you continually for information and instructions 
that are contained in the guide and resources. 



0 
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° cheat on the self-checks and have difficulty passing 
the Post-Tests, 

° consistently skip over using resources called for in the 
learning guide. 

° become frustrated due to lack of progress. 

° interfere with other students' learning. 

° fail to use time wisely. 

° appear to need more resources and study not contained in 
the learning guides but want to take the post-test. 

° look for excuses to move around or leave the room. 

8000 avoid the temptation to teach everything yourself if it is 
in the learning guides and resources. 

0000 avoid the tendency to try to keep the entire group together 
all the time unless there is a good educational reason for doing 
so. Once sufficient guides are available, students should be 

ABLE TO SPEED UP AND SLOW DOWN AS THEIR LEARNING NEEDS DICTATE. 

0000 AS YOU GET NEW LEARNING GUIDES. GO THROUGH THEM AND THE RE- 
SOURCES REFERRED TO SO THAT YOU BECOME FAMILIAR WITH THEM. 

0000 IF YOU DO NOT HAVE THE TOOLS, SUPPLIES, OR EQUIPMENT 
NEEDED FOR STUDENTS TO ACTUALLY PERFORM THE TASK HANDS-ON AS 

called for in the guide, at least have students go through all the 
resources and references and take the post-test. 

0000 Keep in mind that these materials are not perfect, There 
will be mistakes and omissions. occasionally, you will find 
something mentioned or pictured that is not appropriate for your 
SETTING. This project developed a TREMENDOUS amount of learning 
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materials in a relatively short period of time (6 months). 
At this rate, mistakes are bound to occur, Simply alert 
your students to these possibilities and note them so they 
can be corrected. 

0000 if you sincerely feel that this approach to instruction 

WILL NOT WORK, IT won't! On THE OTHER HAND, IF YOU BELIEVE 
THAT SHOWING STUDENTS EXACTLY WHAT THEY ARE TO LEARN AND 
GIVING THEM THE TIME AND HELP TO LEARN IT IS A BETTER WAY TO 
GO, THE CHANCES ARE GREAT THAT YOU WILL FIND A WAY TO MAKE 
THIS APPROACH WORK! 

SPECIAL NOTE: If you find mistakes in individual learning 

GUIDES OR OMISSIONS OF PRE/POST-TESTS ETC. .PLEASE KEEP THESE 
SEPARATE IN A FOLDER. MARK IN RED INK THE CHANGES THAT NEED 
TO BE MADE. EvtRY WEEK, SEND THESE BY COURIER TO THE COCOA 

CAMPUS Adult/Community Education Center, BCC. Note attention 
to Mary Wallis. (Please see APPENDIX M) 
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STUDENT INFORMATION SHEET - USING THE LEARNING GUIDES 

At the beginning of each course, you will find a list 
of competencies or Performance Standards which must be 
attained to complete the course. The learning guides are 
instructional packets that guide each student individually 

THROUGH THE LEARNING PROCESS TO MEET THE PERFORMANCE STAN- 
DARDS. In mosi :ases you will find one guide per PERFORMANCE 
STANDARD. 

OVERVIEW of the LEARNING GUIDE 

The first page of each learning guide contains the 
following information: 

1. Identifying Information 
° Subject area 

° Course code directory title and number 
° Performance Standard number 
° Credit for the course 



2. The Performance Standard, or competency which 
this module is designed to develop 

3. AN INTRODUCTION, WHICH BRIEFLY EXPLAINS THE 
PURPOSE OF THE GUIDE, WHY IT IS IMPORTANT, 
AND WHAT YOU WILL LEARN. 

4. Prerequisites (i.e., Algebra 1 before Algebra II) 

5. Laboratory activities (if applicable) 

6. Performance Objectives 

0 Conditions (the given) 

° Performance (what will be done) 

8 Criterion (how well) 
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APPENDIX A (Con) 



An example of a performance objective might be 

"Given 10 problems involving the multiplication of 
fractions (conditions) , the student will be able to 
complete them (performance) with 90% accuracy 
(criterion) ." 

PAGE TWO, Learning Experiences, is the heart of the guide. 
On this page are: 

1. The Performance Standard (repeated for easy reference) 

2. Learning Activities and Resourcfs — specific instruc- 
tions FOR WHAT TO DO AND WHICH MATERIALS TO USE. YOU 

and your learning facilitator hill jointly decide which 
of these you should complete, based on pretest results. 
Examples of learning activities might be to read a 
passage and answer questions, complete a lab, view an 
audiovisual presentation, or prepare a speech. 

Normally, the learning activities will include . . . 

0 PRESENTATION of material 

0 practice in applying it, and 

0 feedback on how the work was done 

3. The Special Instruction page provides necessary in- 
formation SUCH AS THE ORDER IN WHICH ACTIVITIES SHOULD 

be scheduled, where special materials are located, or 
when to ask the facilitator to assist you in arranging 
for a group exercise. 

The Instruction Sheet may not appear in every learning guide. 
If one is to be used, you will be referred to it by one of 
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APPENDIX A (Con) 



the learning activities, instruction sheets may contain 
graphics or pictures to clarify a process or concept 
being presented. this sheet may also provide detailed 
instructions for a writing assignment or lab assignment 
or present a checklist for evaluating a task you have been 
asked to do. 

4. The Self-Check, or practice test , gives you a chance 
to measure your progress before taking the posttest 
on a learning guide. you comflete it and grade it your- 
SELF, using the Self-Check Answer Key on the next page, 
no grade is recorded. 

It is important to check yourself fairly. If you look 

AHEAD AT THE ANSWER KEY OR SKIP ITEMS, YOU MAY THINK 
YOU ARE READY FOR THE POSTTEST WHEN YOU ACTUALLY NEED 
MORE STUDY. SHARE THE RESULTS OF YOUR SELF-CHECK WITH 
YOUR FACILITATOR AND MOVE ON TO THE PpST-TEST OR TO 
ADDITIONAL LEARNING ACTIVITIES. 



Use "Student Training Guide/' APPENDIX B 
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STUDENT LEARNING GUIDE 



Appendix B 



Brevard Community College 



Adult High School Completion 




SUBJECT AREA: TlTLE OF COURSE LISTED HERE 

COURSE CODE DIRECTORY TITLE AND NO. : These numbers are identifiers for the 

State Course Code Directory & College 
Course Code 

PERFORMANCE STANDARD NO, : 1,01 (see your course CREDIT: ,5 . „ F0R THIS 

STANDARD SHEEN COURSE 



PERFORMANCE STANDARD : the performance standard appears here 



introduction : p^ EAD THIS CAREFULLY, IT EXPAINS THE PERFORMANCE STANDARD 
AND EXPECTATIONS YOU ARE TO PERFORM. 



Prerequisites • ^ N S0ME CASES, A PREVIOUS COURSE MUST BE TAKEN IN ORDER TO ENTER 

^ ' THIS COURSE. (I.E., ALGEBRA I BEFORE TAKING ALGEBRA II) ALSO, 

YOU MAY BE REQUIRED TO HAVE A READING SCORE APPROPRIATE FOR 



TAKING THIS COURSE. 
LABORATORY ACTIVITIES: 



This area is for special labs, lectures, demonstrations, that 
might be required for mastery of the performance standard. 



END-OF -COURSE OBJECTIVE: 



The following illustrates: 



Conditions: 



Given 10 problems involving the multiplication of fractions 

Performance: (CONDITIONS), THE STUDENT WILL BE ABLE TO COMPLETE THEM 
criterion: (PERFORMANCE) WITH 70% ACCURACY (CRITERION). 
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LEARNING EXPERIENCES 

PERFORMANCE STANDARD : 

THE PERFORMANCE STANDARD IS REPEATED HERE 



LEARNING ACTIVITIES 


• SPECIAL INSTRUCTIONS 




PLEASE DO NOT WRITE OR MARK ON THl 


IS GUIDE 





Here will appear specific instructions 
for what to do and which materials to 

USE, 

you and the instructor will jointly 
decide which of these you should complete 
based on pretest results, 

An example of learning activities might 
be to read a passage and answer questions 
complete a lab, view an audio-visual 
presentation, or prepare a speech, 

Three things happen here: 

Presentation of what to do 
Practice in applying it, 
Feedback on how the work was tone 



This space is for 
special instructions 
relative to necessary 
information you need 
to know to perform the 
learning activities, 

Information might be 
the order in which 
activities should be 

SCHEDULED, where 

special materials are 
located, or when to 
ask the instructor to 
assist in arranging 
for a group exercise, 

Instruction on when to 
take the self-check 
and post-test will 
also be provided here, 



NOTE: Your instructor may give you 

ADDITIONAL ACTIVITIES NOT 
WRITTEN IN THIS GUIDE, 

THE INSTRUCTOR ALSO ASSESSES WHEN YOU 
ARE READY TO TAKE THE POST-TEST, 

YOU MAY FIND THAT YOU NEED TO WORK 
THROUGH ALL THE ACTIVITIES PRESENTED 
HERE, PLUS HAVE ADDITIONAL ASSIGNMENTS 
BEFORE TAKING THE POST-TEST, 
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INSTRUCTION SHEET 

PERFORMANCE STANDARD NO. : 1,01 

PLEASE DO NOT WHITE OR MARK ON THIS GUIDE j 

This sheet may not appear in every student learning guide, If one 
is uoed, you will be referred to it by one. of the learning activities 
presented on the previous page, 



This sheet usually contains graphics or pictures to clarify a process 
or concept being presented, 

It may also provide detailed instructions for a writing assignment or 
lab assignment, or may present a checklist for evaluating a task you 
have been asked to do, 
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SELF-CHECK 

PERFORMANCE STANDARD NO.: 101 

DIRECTIONS 

Special directions are presented here. Read carefully. 



[ PLEASE BO NOT WRITE 0* MARK ON THIS GUIDE j 

The self-check gives you a chance to measure your progress 
before taking the post-test on this learning guide. You 
complete it and grade it yourself, using the self-check 
answer key on the next page. 

NO GRADE IS RECORDED. The instructor may require that you 
discuss the self-check with him/her. IT IS IMPORTANT TO 
CHECK YOURSELF FAIRLY. If you look ahead at the answer key 
or skip items, you may think you are ready for the post-test 
when you actually need more study. 

After successfully completing the sflf-check and discussing 
your progress with the instructor, you will be assigned a 
testing time to take the post-test. 

YOU WILL NOT be given the post-test immediately, but will 
PC3SIBLY take the test during the next class period or at 

LEAST WAIT A MINUMUM OF 24 HOURS. 

WHILE YOU WAIT to take your post-test, do the following: 

*♦ Review the instructional material 

** go on to the next performance standard 
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SELF-CHECK ANSWER SHEET 



PERFORMANCE STANDARD NO. : 1,01 



PLEASE DO NOT WHITE OR MARK ON THIS GUIDE 



Remember, do not look at this sheet until you have completed 
the self-check to your satisfaction. 

after grading your self-check, discuss you progress with the 
instructor and make arrangements for: ci) additional activit- 
ies to assure mastery of this competency, or (2) taking the 
post-test for this competency. 
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APPENDIX C, 

INDIVIDUAL PERFORMANCE STANDARD 

CHECK SHEET student name: 
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CBAE L"" 
HIGH SCHOOL COMPLETION 


: COUR, 
: COUR 


SE TITLE: 
SE NO . : 
F CENTER: 




ADUL* 




Performance 
Standard 


PRETEST 
.Date/Score 


Learn i ng 
Act i v i t i es 


Self-Check 


Review 

Fyp rr icec 


POSTTEST 
Date/Score 


Instructor 
1 n 1 1 i 3 ! s 


COMMENTS 






































































































































































































































































































































































































































Instructor S 
Dean's Signal 
Date: 


ignature: 
ture: 


Test Average 
Exam Grade: 
Final Grade 
Credit: 












Ave: 
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APPENDIX C-2 

®1 r l c tL < L n _? : P Jace * ne Performance 
Standard Number in the box provided 
at the top. Place the date in the 
corresponding box to indicate 
completi on . 



STUDENTS 1 NAMES 
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Instructor's Name: 

Course Title 6 Number: 
Adult Center: 



C8AE INSTRUCTOR'S 

PERFORMANCE STANDARD 

CHECK SHEET 
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MATERIAL CHECK-OUT/CHECK- IN APPENDIX D 

LAB INSTRUCTOR 

TERM 



NAME 



MATERIAL TAKEN 



DATE OF 

CHECK-OUT 



ERIC 



TIME 



DATE OF 
CHECK- IN 



TIME 



INITIAL 
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APPENDIX E 



CBAE TESTING FORM 



instructor: 

Course: 

STUDENT NAME: 

Pretest Number 

Posttest Number 

Final Examination 

Circle number of questions missed (pretest and posttest): 

123456789 
Write in numbers of items missed (Final Examination): 
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APPENDIX F 

CBAE STUDENT INFORMATION SHEET Entry Date: 

Entry Term: 

SUBJECT ( s ) 



Student Name: 



Address: 



street 



Phone: 



Birth Date: 



Last School Attended:. 
Last Grade Completed:. 
If so, where? 



city 



Marital Status: 



zip 

No. OF 
Children 



S.S J 



Employed? 



Part-time Fulltime 



Not Employed: 



Are You Seeking Employment? 



Are you handicapped? 



Type: 



Are You Receiving Public Assistance? 



.Limited English Profici 
ency?( Foreign Born) 



Purpose of Program Entry: 



What other courses are you taking this term? 



What are your hobbies and interest? 



What do you plan to do after .earning your diploma? 



SSAT # 1 STATUS : . 



SSAT # II STATUS:. 
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APPENDIX G 



CBAE LEARNING CONTRACT 



TERM: 



DATE: 



SUBJECT: 



STUDENT NAME: 



FACILITATOR: 



I PLAN TO COMPLETE PERFORMANCE STANDARD 

BY 

DATE 



NUMBERS 

. I WILL COMPLETE AND CHECK 



THE FOLLOWING ACTIVITIES SEEKING HELP IF I NEED IT: 



Performance Standard 
Number 



Learning Activities 
Numbers 



Signature of learner 



Facilitator endorsement 
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APPENDIX H 
EXCUSED ABSENCE (CO-ENROLLED STUDENTS) 

ADULT/COMMUNITY EDUCATION CENTER: 

Student Name: 

Date: Date of Absence: 

Dean/Counselor Approval: 

Comments: 

Note: Medical evidence for excused absences may be presented 
directly to the instructor. 



0 

ERIC 



52 



THE CBAE LABORATORY APPROACH 



APPENDIX I 
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APPENDIX J 



CBAE STUDENT GUIDELINES (Math Lab) 

Welcome to the MATHEMATICS LEARNING LAB. In this room you 

WILL FIND STUDENTS TAKING SEVERAL DIFFERENT COURSES, SUCH AS 
GENERAL MATH 1, 11, 111, PRE-ALGEBRA, ALGEBRA 1 & 11, GEOMETRY, 
TRIGONOMETRY, AND CONSUMER MATH. By using Student Learning 

GUIDES, EACH PERSON LEARNS AND PROGRESSES AT HIS/HER OWN PACE 
THROUGH THE REQUIRED COURSE PERFORMANCE STANDARDS (COMPETENCIES) 

set for each course. 

There is a Student Lea rning Guide for each course performance 
standard . 

° YOU WILL WORK ON ONE GUIDE AT A TIME. PERFORMANCE STAN- 
DARDS ARE NUMBERED IN SEQUENCE (I.E., 1.01, 1.02, 1.03, 

etc.). Courses will vary as to the number of Performance 
Standards required. 

° The Student Learning Guide will tell you what you are 

SUPPOSED TO DO TO MASTER THE STANDARD (COMPETENCY). 

Included in each learning guide are activities (assignments), 
practice tests and answers. 

In some cases you will be given additional activities, 
tests, standards. 

° All work is individualized with no organized lectures. 
Learning Guides are set-up in individual folders in 

NUMERICAL SEQUENCE FOR YOUR EASY ACCESS IN A FILE CABINET. 

° Your learning fa cilitator (instructor) will show you 
where the guides can be found and the location of 
instructional materials. 
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Your LEARNING GUIDE will tell you to take a PRE-TEST before 
starting the activities. 

° If this test indicates that you have already mastered 
this particular standard, then you proceed to the 
next standard. 

° Most students prefer to take the PRACTICE TEST first 

TO SEE WHAT IS ON THE MONITORED TEST. 

° IF YOU DO NOT PASS THE PRE-TEST, THEN YOU MUST PROCEED 
THROUGH THE OUTLINED ACTIVITIES IN THE LEARNING GUIDE. 

° A MONITORED POST-TEST IS GIVEN WHEN YOU AND THE LEARNING 
FACILITATOR DECIDE YOU ARE READY TO DEMONSTRATE MASTERY 
OF A STANDARD. 

° After you have successfully completed ALL course stan- 
dards, a SEMESTER EXAMINATION WILL BE GIVEN. 

You have' a PERSONAL FOLDER in the vertical file cabinet that 
contains your PERFORMANCE CHECKLIST, your assignments and work, 

THIS MEMO, AND YOUR SCHEDULE. 

° All PRE & POST-TESTS- and FINAL EXAMS are kept in folders 

IN ANOTHER FILE FOR INSTRUCTOR USE ONLY. 

° When you come to the LAB, pick up your folder; and when 

YOU LEAVE THE LAB, RETURN IT TO ITS CORRECT PLACE IN THE 
FILE. 

ATTENDANCE CARDS ARE KEPT IN A BOX NEAR THE LEARNING FACILITATOR'S 
DESK. 

° When you come in the LAB, take it from the box and fill in 

THE DATE AND TIME. 
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0 Keep the card with you until you take a monitored 
test (give card to the learning facilitator). 

° When you sign out, return the card to the back of 
the box. Record time in class to the nearest whole 
5 minutes only. 

ATTENDANCE is very important to your success in mathematics. 

° you may opt to attend every day the class is scheduled. 

° Set up a regular schedule for yourself and follow that 
schedule 

° Place this schedule in your PERSONAL FOLDER. 

0 YOU MUST STAY PJ LEAST 50 MINUTES EACH TIME YOU COME 
TO THE LAB. TAKC BREAKS AND MAKE OTHER ARRANGEMENTS 
BEFORE YOU ENTER THE LAB. YOU MAY STAY AS LONG AS YOU 
WISH, BUT BREAK TIMES ARE EVERY 50 MINUTES. 

The GRADING SYSTEM is the same for all classes in Adult Education. 

A = 94 - 100 B = 85 - 93 C = 76 - 84 D = 70 - 75 
At the end of a term, if 85% of the modules are completed in a 

COURSE, YOU WILL RECEIVE AN "i" (INCOMPLETE). YOU COME BACK 
THE NEXT TERM TO COMPLETE THE REMAINING MODULES AND THEN WILL 
BE ASSIGNED A LETTER GRADE. YOU DO NOT RE-REGISTER FOR THIS 
COURSE. 

if less than 85% of the modules are completed, you will receive 
an "n" (non-completion) with no credit. you must re-register 
and continue in the modules to attain credit. 

If within a term, you have completed 30% or less of the 
modules, you will be withdrawn from class, but can re- 
register the next term and begin the course over again. 
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TESTING REGULATIONS: 

0 After completing a module, you must wait 8 to 24 

HOURS BEFORE TAKING THE POST-TEST, A SCHEDULE OF 

testing times is posted, 

If you complete a module, you may spend time in re- 
view OR GO ON TO THE NEXT ONE DURING THIS WAITING 
PERIOD. 

0 FINAL EXAMINATIONS can be given at anytime after the 

COMPLETION OF ALL THE MODULES, IT IS SUGGESTED THAT 
YOU SPEND TIME REVIEWING PERFORMANCE STANDARDS FOR 
AT LEAST ONE DAY. 

NOTE: LABS ARE DIFFICULT to keep quiet because of the 

NECESSARY MOVEMENT TO COMPLETE ACTIVITIES, STUDENTS 
MUST MAKE A GOOD EFFORT TO KEEP DOWN THE NOISE LEVEL, 

Your LEARNING FACILITATOR is here to help you progress 

RAPIDLY THROUGH COURSE PERFORMANCE STANDARDS, HE/SHE 
IS AVAILABLE TO GIVE SPECIAL ASSISTANCE TO YOU AS YOU 
WORK THROUGH ACTIVITIES, 



I HAVE READ AND UNDERSTAND THE ABOVE INFORMATION: 
Student Signature: 
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(Developed by: Bobbie Deering 
South Area Adult /Community Ed.C.) 
Brevard County 
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APPENDIX K 

COUNSELOR INFORMATION 

STUDENT INFORMATION FORM 



THIS FORM IS TO BE COMPLETED AT INITIAL REGISTRATION AND ENTRY INTO THE 
ADULT DIPLOMA PROGRAM AND RETAINED IN THE STUDENT'S CUMULATIVE FILE. 
THE INFORMATION OBTAINED WILL BE USED TO ASSIST THE COUNSELOR AND THE 
STUDENT IN PLANNING THE STUDENT'S EDUCATIONAL PROGRAM. 



NAME: 

LAST FIRST MIDDLE * 

ADDRESS: 

PHONE: DATE OF BIRTH: 

DATE OF ENTRY INTO ADULT ED. PROGRAM: 



1. HIGHEST GRADE COMPLETED IN REGULAR SCHOOL 

2. LAST SCHOOL ATTENDED ( NAME AND ADDRESS): 

SCHOOL NAME: ADDRESS: _ 



3. BASED UPON YOUR PAST EDUCATIONAL EXPERIENCES, RATE YOUR 
ABILITY/ ACHIEVEMENTS IN THE FOLLOWING GENERAL SUBJECT 
AREAS: 

CHECK APPROPRIATE BLANKS 
HIGH AVERAGE LOW 

A. MATH 

B. READING 

C. WRITING 



D. SPELLING 

E. SOCI 'aL STUDIES 

F. SCIENCE 
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4 WHY DO YOU NOW WISH TO- OBTAIN A HIGH SCHOOL DIPLOMA? 



A FOR EMPLOYMENT/PROMOTION 

B FOR SELF-IMPROVEMENT 

C FCR IMPROVED SOCIAL ACCEPTANCE 

D OTHER (EXPLAIN) 

5. HAVE YOU EVER BEEN IN AN EXCEPTIONAL EDUCATION 
PROGRAM? YES NO 



6. IF YOUR ANSWER TO NUMBER FIVE WAS "YES", CHECK THE 
PROGRAM YOU WERE IN: 

EMH (EDUCABLE MENTALLY HANDICAPPED) 

EH (EMOTIONALLY HANDICAPPED) 

SLD (SPECIFIC LEARNING DISABILITIES) 

PI (PHYSICALLY HANDICAPPED) 

GIFTED 

OTHER (LIST OR EXPLAIN) 

COMMENTS: 
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Counselor Shares With 
CBAE Instructor 
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APPENDIX L 



STUDENT DIAGNOSTIC PROFILE 

STUDENT'S NAME: _ 

LAST FIRST MIDDLE 

I. FROM TRANSCRIPT 

TOT. RDG. SPELL TOT. LANG. TOT. MATH 

A. CTBS (NATIONAL . 

PERCENTILE) 

TOT. BATTERY DATE TAKEN 



B. PHASE LEVEL (ABILITY/ ACHIEVEMENT GROUPING) 
( LOW 1-2, AVERAGE 3, HIGH 4-5) 

MATH: , ENGLISH: , SCIENCE: , 

SOC. STUDIES: 

C. OTHER DIAGNOSTIC TESTS ON RECORD: 

TEST RESULTS 
I 1 

2 2 

II. TABE ( TEST FOR ADULT BASIC EDUCATION) 
(SEE ATTACHED STUDENT PROFILE FROM TABE) 

1. LOCATOR TEST: LEVEL: VOCAB: MATH DATE: 

2. TABE TEST: LEVEL: VOCAB: MATH: FORM: 

RESULTS LISTED BELOW BY GRADE LEVEL 

(A) READING: VOCAB. , COMPR , TOTAL: 

(B) MATH: COMPU: _, CNCPT. & PROB. , TOTAL: 

(C) ENG: MECH & EXPR: , SPELL: , TOTAL: 

COMMENTS ( USE BACK IF NEEDED): 
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USERS of CBAE HIGH SCHOOL CURRICULUM MODULES , . . 

It is important for all of us . . . 

THAT TEACHERS IN THE ADULT EDUCATION PROGRAM USING THE CBAE 
STUDENT LEARNING GUIDES FOR CREDIT SUBJECT AREAS BE ALERT TO 
ANY ERRORS OR OMISSIONS IN THESE GUIDES. ANY GUIDES THAT HAVE 
ERRORS/OMISSIONS SHOULD BE PULLED OUT AND SENT TO THE COCOA 

CAMPUS ADULT/COMMUNITY EDUCATION CENTER, attention: Mary Wallis. 

DO THE FOLLOWING: 

00 'Mark in RED INK changes that need to be made. If a wrong 

REFERENCE FOR ACTIVITIES IS EVIDENT, NOTE THE CORRECT RE- 
FERENCE. 

OO0 Check pre/post-tests carefully to make sure these tests are 
valid and actually test the standards. also, note any wrong 
answers in the answer key. do the same with the final exam. 

°°°if a pre or post-test is missing, please develop one and send 

IT TO US. 



°°°if standards do not have sufficient activities to teach ad- 
equately these standards, please make a note of this. send a 
copy of each standard with suggested resources. try to use 
only those resources that have been designated for the course. 

Once we receive this information, corrections will be made and 
copies of revised student learning guides sent to all adult 

CENTERS. 



When you receive these corrected learning guides, discard the 

OLD ONES. 

Please DO NOT WAIT to send those learning guides in need of 

CORRECTIONS TO US. WE NEED TO BE CONSISTENTLY VALIDATING THIS 
CURRICULUM. 

• •••••Otl«ll|*tlltlttltt<|tt||||i 

WE ASK ALL DISTRICTS/COMMUNITY COLLEGES using this curriculum that 

YOU PROVIDE US WITH ANY NEEDED CORRECTIONS AS OUTLINED ABOVE. 
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BREVARD COMMUNITY 
COLLEGE 

Maxwell C. King, President 

BOARD OF TRUSTEES 

Mrs. Irene H. Burnett, Chairperson 
Philip F. Nohrr, Vice Chairperson 
Roger W. Oobson 
John Henry Jones 
Ralph M. Williams, Jr. 

BREVARD COUNTY 
SCHOOL DISTRICT 

Lloyd A. Soughers, Superintendent 

SCHOOL BOARD 

Lynn Demetriades, Chairperson 
Larry, C. Williamson, Vice Chairperson 
Esther R. Baker 
John William Baker 
Vera W. Walker 
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